
PROCESSING DIVISION
UTAH STATE TAX COMMISSION (2008)

Temporary employment is available during tax season performing mail extraction, computer research, clerical, 
data entry, or tax return review duties. Most positions require data entry, ten-key or typing skills. Some positions 
require little or no experience. Four or eight-hour shifts can start as early as 5:00 a.m. and end as late as 10:00 
p.m. DUE TO BUDGETARY CONSTRAINTS RELATED TO OVERTIME PAYMENT, CURRENT FULL-TIME 
PERMANENT STATE EMPLOYEES ARE NOT ELIGIBLE FOR THESE POSITIONS. Salary is $9.00 - $10.00/
hour depending upon skills.

**IMPORTANT NOTE: All applicants must complete a skills assessment, ten key test and type test before 
being considered for a position. To schedule an appointment for testing, please contact Dana Powers at 
297-3853.
 
Please apply if:

• You are at least 16 years of age
• You are dependable, willing to learn, and work well with others
• You have good eye/hand coordination
• You can pass a background check (contingent hire made pending results of BCI)
• You can read, speak and understand the English language

Most positions require:
• Basic math and/or accounting skills
• 10-key by touch and/or data entry skills
• Ability to proofread

Applications can be mailed to:   Utah State Tax Commission
    ATTN: Dana Powers, Human Resources
    210 N 1950 W, 4th Floor
    Salt Lake City UT 84134

Applications can also be FAXED to (801) 297-3835 OR submitted in person to the information desk located in the 
main lobby at the address listed above.

If you have any questions regarding temporary positions, contact: Dana Powers at (801) 297-3853. 
Applications will be reviewed as positions become available (usually October through April) based 
upon skills required.

IMPORTANT NOTICE REGARDING BACKGROUND CHECKS FOR SEASONAL
EMPLOYMENT AT THE TAX COMMISSION.

The Utah State Tax Commission conducts background checks (BCI) on all  Processing seasonal employees hired 
every tax season. Job offers are contingent, pending results of the background check.

If hired, the following will be required during new hire orientation:
• Completing the application for Criminal History Record Review
• Signing a release so that BCI information can be given directly to Tax Commission, HR Office
• Having your fingerprints taken

If we receive a “criminal history” report from Bureau of Criminal Investigations, we will review the report on a 
case-by-case basis to determine its relevance to the duties you will be performing. A criminal  record does not 
necessarily preclude you from employment at the Utah State Tax Commission. All BCI information is kept in 
secured confidential files and is only reviewed by those who have a legitimate need to know. If you have any 
questions regarding the BCI process, you may contact Dana Powers, Human Resources at (801) 297-3853.

All new and rehired employees are required to have their pay deposited into a financial account through 
the State’s direct deposit program.

The Utah State Tax Commission is an Equal Opportunity Employer.



Application For Seasonal Employment - 2008
Utah State Tax Commission - An Equal Opportunity Employer

This application is for Seasonal work only. No promise of permanent work is made or implied. Use ink or typewriter to complete this application.
Return this application to the Utah State Tax Commission, 210 N 1950 W, Salt Lake City, UT 84134; telephone number: (801) .297-3853

Name (first, middle initial, last)

Address

Other telephone numbers (work, cellphone)

What hours are you available to work? (4 or 8 hour shifts available from 5 AM to 10 PM)

1. I am 16 years of age or older.

2. I have a Social Security card in my possession. (
).

If you are hired, bring this card with you on the first day you report
to work If you do not have a Social Security card, go to the

card. They will provide you with a receipt that is acceptable for employment at the Tax Commission.
Social Security Administration office and apply for a new or

replacement

3. I have a driver license or other state issued picture identification. (
If you bring a school picture I.D., bring your birth certificate to confirm your age.

If you are hired, bring this I.D. with you when you
report to work).

4. I am a citizen by birth or a naturalized citizen of the U. S.
If you answer “No” on question 4, are you eligible to work in the U. S.?
(If you are hired, you are required by federal law to bring the appropriate employment eligibility
documentation with you on the first day you report to work)

3. How did you learn about the seasonal job openings at the Utah State Tax Commission?

Do you have a high school diploma or GED?

If no, circle highest grade completed: 1  2   3   4   5   6   7   8   9   10   11   12

Do you have any post high school education?

Where and when: __________________________________________________________________________

2. Have you ever been convicted of a crime, excluding minor traffic offenses? (

)

If yes, give dates, details and penalties
for each occurrence, including dates of any probationary periods on a separate sheet of paper and attach
to this application. NOTE: Each conviction will be judged in relation to time, seriousness, circumstances,
and relationship to the position sought, and will not necessarily bar you from employment

Yes

Yes

Yes

Yes
Yes

Yes

Days
AM
PM

AM
PMHours available to work: From _________________ to _________________Afternoons Evenings

Yes

Yes

No

No

No

No
No

No

No

No

Availability: (Work days are Monday through Friday, with mandatory Saturdays in some areas)

Requirements: If you answer "Yes" to these questions, you will be considered for seasonal employment at the Tax Commission.

Personal Information:

Education and Training:

Office Use Only:

HR _____________    Alpha/Num __ ____ _________ Ten key _ __________    Skills _____________

Day telephone number Evening telephone number

City State ZIP code

TC-906A
Rev. 9/07

1. Have you ever worked for the Utah State Tax Commission? ( )If yes, give year and section where you workedNoYes



Experience: Begin with your present or most recent job and describe below all periods of employment for the past three
years. Account for your time during any intervals of unemployment other than when attending school. Attach additional sheets
if necessary, using the same format.You may attach a resume as additional information.

High School Students

Employment History

Please list related business and/or vocational classes taken and/or passed (i.e. typing, computers, 10-key, etc.)

Name of high school you currently attend: __________________________________  School schedule: _________A.M. to __________P.M.

mo. yr.

mo. yr.

mo. yr.

mo. yr.

mo. yr.

mo. yr.

Employer: ______________________________________________ Hours worked per week: _________  From: _________ To: _________

Employer: ______________________________________________ Hours worked per week: _________  From: _________ To: _________

Employer: ______________________________________________ Hours worked per week: _________  From: _________ To: _________

Complete address: ________________________________________________________________ Telephone: _____________________

Complete address: ________________________________________________________________ Telephone: _____________________

Complete address: ________________________________________________________________ Telephone: _____________________

Signature of applicant (Original signature is required, no photocopies)
X

Date

Your title: _______________________________________________ Supervisor’s name & title: ___________________________________

Your title: _______________________________________________ Supervisor’s name & title: ___________________________________

Your title: _______________________________________________ Supervisor’s name & title: ___________________________________

Reason for leaving: ________________________________________________________________________________________________

Reason for leaving: ________________________________________________________________________________________________

Reason for leaving: ________________________________________________________________________________________________

Duties:

Duties:

Duties:

Signature and Release:
I certify that this application for seasonal employment and any attached documentation contain no misrepresentation or
falsification and that the information is true and complete to the best of my knowledge. I authorize the State of Utah to conduct
a thorough background investigation into my employment history, convictions, tax payment records, outstanding warrants, and
any other related activities which might reflect on my public credibility as a Tax Commission employee. I release the Tax
Commission from any criminal or civil liability arising as a result of any investigations. I understand that this is a temporary
position and that I may be terminated at anytime.


